DEPARTMENT OF THE NAVY
OFFICE OF THE CHIEF OF NAVAL OPERATIONS
WASHINGTON, DC 20350-2000
IN REPLY REFER TO

OPNAVINST 12308.2
OP-14/30LR

5 SEP 1989

OPNAV INSTRUCTION 12308.2
From: Chief of Naval Operations
Subj: NAVY CENTRALIZED COOPERATIVE EDUCATION PROGRAM (CCEP)

Ref: (a) FPM Chapter 308
(b) FPM Chapter 410

Encl: (1) CCEP Handbook

1. Purpose. To outline the policy and set the procedures for the
operation of the Navy CCEP and to provide guidance for locally
managed Cooperative Education (Co-op) programs.

2. Objectives

a. The Program objectives are to:

(1) assist in meeting a portion of the intake requirements
for junior professionals in mathematics, engineering, computer
science, the physical sciences, nursing, and medical and health
sciences occupational fields.

(2) promote affirmative action and Federal Egqual Opportunity
Recruiting Program (FEORP) objectives.

(3) encourage minority group members, women, and handicapped
individuals to pursue mathematics, engineering, computer science, the
physical sciences, nursing, or medical and health sciences careers
within the Department of the Navy (DON).

3. Policy. FEORP objectives are and will continue to be a matter of
concern to the Navy. CCEP is a means for meeting FEORP objectives.

4. Actions

a. The CCEP provides funding and guidance to local activities
for the administration of the program. Questions regarding program
implementation and operation and funding shall be directed to the
CCEP Program Manager for interpretation and resolution. The CCEP
Handbook with samples of procedural guidance is provided at enclosure
(1). The Program Manager will ensure changes to enclosure (1) are
provided to local activity program officials. Activities will
exercise prudent and equitable judgment in allocation and use
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of funds, but will in no instance exceed the limits defined in
paragraph 5. The CCEP Program Manager is the final deciding official
on matters regarding CCEP funding.

b. All new forms developed for use in this program by activities
must be assigned form numbers. Sample existing formats are provided
at enclosure (1).

c. Issuances concerning CCEP shall reflect the goals and aims
of the CCEP and may be reviewed by the CCEP Program Manager.

5. Responsibility

a. The CCEP Program Manager is responsible for providing to
local activities interpretation and clarification of CCEP concepts,
practices, instructions and regulations governing CCEP administration
and funding.

b. Local activities participating in the CCEP are responsible
for the following:

(1) promote, implement and administer the CCEP in accordance
with CCEP guidance.

(2) designate a CCEP Coordinator to work in concert with the
CCEP Program Manager.

(3) ensure appointees meet eligibility criteria.

6. Funding

a. Payment of student expenses must be made following references
(a) and (b), and enclosure (1).

b. Activities will make every effort to satisfy cooperative

education program (Co-op) input needs by utilizing state, and/or
other low tuition schools.

c. CCEP will fund:

(1) tuition - 100 percent of the student's tuition (minus
grants or scholarships already applied to the student's account) for
a maximum of 8 academic semesters or 16 quarters for actual time in
school.

(2) fees - all fees required for the student to matriculate
and charged to all students.

(3) tutoring - as required for the student to bring failing
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grades to a satisfactory level, not to exceed $125.00 per semester or
$95.00 per quarter.

(4) textbooks - up to $250.00 per semester/$167 per quarter
for required textbooks only.

(5) travel - between the school and work sites to perform
academic/work phases (following the Joint Travel Regulations(JTR)).

d. CCEP will not fund:

(1) tuition - for extra courses, taken for the student's
benefit or convenience and which are not required to satisfy degree
requirements.

(2) supplies or equipment - (i.e., classroom supplies,
computer equipment, calculators, etc.) that are or will become the
student's personal property.

(3) books - that are recommended or suggested reading.

(4) travel - between school/work that is not part of the
scheduled work/study agreement (i.e., breaks or vacation periods.)

(5) fees - specifically for parking, associations, health
insurance, activities, breakage, or nonspecific elective courses.

(6) charges - for housing or meals.
(7) salaries - for student's work periods at the activity.

7. Eliqgibility Requirements. The prospective CCEP student must
satisfy the following requirements:

a. Meet all requirements for participation in a cooperative
education program under pertinent regulations including CPI 308 and
FPM 308.

b. Be recommended to the CCEP Manager by the Activity Co-op
Coordinator.

c. Be a member of a group which is under represented in the DON
work force.

d. Be recommended by the college or university Cooperative
Education Program Director.

e. Be a full-time student.
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f. Meet any additional eligibility requirements defined by the
activity and approved by the CCEP Program Manager.

‘J:'M. BOORDA

Deputy Chief of M2val Operations
(Manpower, Personnel and Training)

Distribution:
SNDL D1D (OFFCPM)
F (Shore Activities under the Command of the CNO)
Copy to:
SNDL FL1 (COMNAVDAC) (Code 813,only) (25)

OP-14 (100)

Stocked:

CO, NAVPUBFORMCEN

5801 Tabor Avenue

Philadelphia, PA 19120-5099 (100 copies)
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c HANDBOOK

The Department of the Navy is committed to cooperative education
as a professional recruitment tool and as a cost effective
training program which also helps to meet FEORP goals.

This handbook is provided to help you in the administration of
the Centralized Cooperative Education Program, and: may also be
helpful in the conduct of your local activity's Co-op program.
The forms and letters included in this handbook are samples,
which may be adapted and modified to meet your activity needs.
Several samples on one subject are provided in those instances
where more than one sample was available. Any of the sample
forms and letters may be used as needed. Each is acceptable in
meeting the regulatory and administrative requirements for which
they were designed. Local activity forms which meet the
regulatory and administrative requirements of CCEP may also be
used.

Enclosure (1)
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Initial Appointment Level Guide

Initial appointment for those entering their first Co-op work period
may be as Student Trainee GS-2, 3, or 4 according to the schedule shown
below. The student must have acquired the following number of academic
hours prior to the beginning of the work assignment.

Semester Hours Quarter Hours
Student Trainee, GS-2 under 30 under 45
Student Trainee, GS-3 30 45
Student Trainee, GS-4 60 or more 90 or more

For Student Trainees, appointments will be Excepted Appointment-
Conditional under the Schedule B appointing authority, FPM 213.3202(a).
Unless terminated, this appointment remains .in effect up to 120
calendar days after the date of the student's graduation.

Enclosure (1)
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Promotion Eligibility Guide

During the course of their training program, student trainees are
eligible to receive promotions. Students normally are not promoted
during their first work assignment period. Promotion eligibility is
based on completing additional academic credit, satisfactory work
performance, and a supervisory recommendation for promotion. School
grade reports are acceptable (in lieu of official transcripts) for
timely promotions. Official transcripts are required within a 60-day
period after the completion of each school term.

Promotion to: Requirements:
Student Trainee, GS-3 One full year of academic study

(30 semester hours or 45 quarter
hours) and a record of satisfactory
employment during previous assign-

ment as a Student Trainee, GS-2.

Student Trainee, GS-4 Two full academic years of study
(90 quarter hours or 60 semester
hours), including a record of
satisfactory employment during a
previous assignment as a Student
Trainee, GS-3.

Student Trainee, GS-5 Either
Completion of three-fourths of the
periods of study required for a
bachelor's degree (6 semesters or 9

quarters), or 90 semester hours or
135 quarter hours, whichever is
less; AND one previous work period

(minimum of 60 days) as a Student

Trainee, GS-4;

or

Two and one-half years of academic

study (5 semesters or 8 quarters),
or 75 semester hours or 113 quarter
hours, whichever is less; AND 6

months work experience as a GS-4,

Student Trainee.

Leave and Benefits will be per CPI 308 and the negotiated cooperative
education agreement.

Enclosure (1) 2
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Retention and Conversion Guide

a. For retention in the CCEP, the Co-op student will be required
to maintain a grade point average of 2.0 or equivalent or the academic
standards of the school of attendance whichever is higher. The
attendance, conduct, academic work performance standards must also must
be met of the activity to which assigned.

b. A student trainee who fails to meet these standards will be
advised of areas needing improvement and given one semester/quarter to
meet the standards or be terminated from the program.

c. A student trainee's performance will be appraised annually
under the Activity Performance Appraisal Program (APAP). 1In addition,
the student will be appraised at the conclusion of each work period by
the use of the school evaluation form or the local activity's forms.
All appraisals should be discussed with the student. Based on the
student's work, academic suitability and conduct, the supervisor will
recommend one of the following and discuss the recommendation with the
student trainee;

(1) Retention and promotion during the subsequent
work assignment

(2) Retention without promotion

(3) Separation from the Program

If the recommendation is retention without promotion, the supervisor
will advise the trainee and the coordinator of the needed improvement
area or areas. If separation from the program is recommended, the
supervisor will justify this in writing.

d. A student trainee whose appointment is terminated for any
reason cannot be reassigned noncompetitively to another position.
Students whose appointments are terminated for failing to meet either
school or agency academic standards may not be reappointed.

e. A student who has completed the requirements of cooperative

education may be noncompetitively converted to a career-conditional
appointment at either the GS-5 or GS-7 level.

Enclosure (1)
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EMPLOYEE/SUPERVISOR EVALUATION FORM
EMPLOYEE
NAME, CO-OP _____ VACATION WORK STUDY _____
JUNIOR FELLOWSHIP ___  PRE-CO-OP ____ (check one)
WORK PERIOD STARTING DATE COMPLETION DATE
DEPARTMENT IMMEDIATE SUPERVISOR

1.

2.

BRIEF DESCRIPTION OF DUTIES:
WERE THESE TASKS INTERESTING NGFUL?
WHAT WAS THE WORK YOU E & %
COMMENTS :
WERE YOUR DU%@ OR LESS COMPLEX THAN YOU WOULD PREFER?

HOW DO YOU FEEL THAT YOU HAVE GAINED IN PROFESSIONAL KNOWLEDGE THROUGH
THIS EXPERIENCE?

COMMENTS PRO OR CON ABOUT YOUR TRAINING:

SUGGESTIONS:

ARE YOU PLANNING TO RETURN TO THE SAME ACTIVITY NEXT WORK PERIOD?

IF YES, WHEN WILL YOU RETURN AND DO YOU HAVE A PREFERENCE
AS TO WHERE YOU ARE PLACED?
IF NO, WHERE DO YOU PLAN TO WORK?

STUDENT'S SIGNATURE DATE

Enclosure (1)
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STUDENT EVALUATION OF COOPERATIVE EDUCATION
OR JUNIOR FELLOWSHIP WORK EXPERIENCE

Student
co-op J/F CCEP
(circle one)
College/University
Position Major
Work Period To

INSTRUCTIONS: A major objective of our student employment program is
to provide students with meaningful work assignments in a professional

career field. Your reacti this training experience 1is an
excellent indicator of this S success. With this in mind,
please complete the follo ion, indicating your impressions
of the total work perigq, urn your evaluation directly to the
Student Employment J % inator, Code (enter N/A for any

item that is not_ap z
[ANAGEM]

ery Good 3 - Good 4 - Average

5 - Below Ave.

1l 2 3 4 5
Orientation t& SUPSHIP and Position (
Quality of Work Assignments (
Quantity of Work Assignments (
Communication with Supervisor (
Acceptance by Co-workers (
Educational Value (
Career Preparation (

L R e el d
P W X R e N )
St S e N N P et
P W R R e R R
L A
P e e R e e N
— i Nt Nt Nt el Nt
P R R R R R R )
Tt Nt Nt Nt? N St i

ACTIVITY COUNSEIOR ELEMENTS

Activity Counselor's Name:

Phone number:

Were you contacted by your Activity Counselor prior to the start of
your first work assignment? ( ) Yes ( ) No

If you required housing or other assistance, was adequate help
provided? () Yes ( ) No ( ) Not Applicable

This report has been discussed with my supervisor ( ) Yes ( ) No

Signed Date

5 Enclosure (1)
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DEPARTMENT OF THE NAVY
SUPERVISORY EVALUATION OF COOPERATIVE EDUCATION
OR JUNIOR FELLOWSHIP STUDENT

Student Cco-0oP J/F CCEP
(circle one)

College/University

Position Major

Work Period to

INSTRUCTIONS: Based on the following rating scale and questions,
the immediate supervisor should evaluate the student's work
performance. Students should be judged on their demonstrated abilit
at their present level of de t (academic and training) at the
end of each significant wo d. Forward 2 copies of this
completed form to Code pY to the student in addition to
internal copies requiregd epartment.

4-Average S5-Below Average 6-N/A

1 2 3 4 5 6
Accepts and ()Y )y )y )y )Yy ()
Works as a t member () )y Yy )Yy )y )
Wins the resp®ft and confidence of
others in performance of assigned
tasks () )y )y )y ) ()
Is self starting on work assignments C) )Y )Yy )Yy )y ()
Organizes and completes assignments
in a timely manner () ) )Yy )y ) )
Amount of work produced C)y )Y )Yy )Yy )y )

Demonstrates interest in assigned

career field ()
Communicates in writing ()
Communicates orally ()
Performs research and applies rules

and procedures ()y )y )y )y ) ()
Deals with new and different tasks () ()Y () () ()Y ()
Makes sound decisions and

recommendations () )y )y )y €)Yy )

Identify any additional tasks performed
by the student which are important

to the target career job:

1.

2.

Enclosure (1) 6
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DATE

NAME OF STUDENT

CO-OP PERIOD
FROM 10

INSTRUCTIONS: The immediate supervisor will please evaluate the student objectively, comparing him/her with other students
of comparable academic level, with other personnel assigned the same or similarly classified jobs, or with individual standards.

(J Exceptionally well accepted {J Outstanding in enthusiasm

RELATIONS [0 Works well with others ATTITUDE — (5 very interested and industrious
WITH O Gets along satisfactorily APPLICATION Average in diligence and interest
OTHERS  [J Has some difficulty working with others TO 0 Somewhat inditferent

(3 Works very poorly with others WORK O Definitely not interested

(0 Excellent O Completely dependable

(O Above average DEPEND {J Above average
JUDGMENT [ Average ABILITY. O Average

{3 Below average (O Below average

3 Poor 0O Poor

E]] Learns very quickly E]l Excellent

Learns readily Very good

TSBLIEIIJN [ Average in learning gg CIL(')IJ( O Average

(O Rather slow to learn O Below average

O Very slow to learn T Very poor

ATTENDANCE: O Reg. O Irr &L ? O Reg. O nreg. GROOMING: ‘[0 Satis. (0 Unsatis.

OVERALL PERFORM Very good | + Average - | Marginal | Unsatistactory

What unusual-traits, Live\ O gative, have you observed in this student?

Would you rehire this student? O Yes UJ No. Please comment.

ACOITIONAL REMARKS: (Use ofer sate 4 necessary)

This report has been discussed with student (0 Yes (O No

HATED BY

TNE DEPARTMENT
¢ MOORSED BY MWE OEPARTMENT

L PLEASE RETURN TO EMPLOYMENT DIVISION (COOE 033)

NAOC 12430125 (REV. 9-483)

; Enclosure (1)
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STUDENT TRAINEE PERFORMANCE ELEMENTS AND STANDARDS

*1. Applies rules and procedures to the duties and responsibilities
normally performed in the assigned job series.
HS Duites are performed in a timely manner, i.e., within the
established deadlines with little or no supervision. Work
. is neat and accurate.
M Timeliness requires close supervision. Work lacks
neatness and accuracy in many respects.

*2. Accepts and follows directions.
HS Directions are followed thoroughly in (most) instances.
M Directions are (generally) not carried out as given (stated).

*3, Gains the respect and confidence of others in the performance of
assigned tasks.
HS (Generally) gains the respect and confidence of his/her co-
workers.
M (Generally) lacks the respect and confidence on his/her co-
workers.

*4., Independently carries out and follows through on assignments.

HS Completes assignments independently (most of the time).
Shows a (high degree) of initiative or interest in assigned
duties.

M Assignment completion relies on the continual guidance and
prompting of others.

Shows (little) initiative or interest in assigned duties.

*5, Makes effort to provide answers through research and
investigation of supplementary information sources when problems or
questions arise.
HS Requires (little) if any technical direction to solve routine
problens.
M_ (Usually) requires technical direction to solve routine
problens.

*6. Effectively performs new, involved, or difficult tasks as
assigned.
HS Performs new, involved or difficult tasks with (little)
" guidance. .
M_  Needs (constant) guidance to perform new, involved or
difficult tasks.

*7 ., As requested, makes decisions and recommendations pertinent to
his/her work environment.

Enclosure (1) 8
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COOPERATIVE EDUCATION AGREEMENT

NAME

LOCAL ADDRESS

LOCAL PHONE NUMBER

O\
PERMANENT ADDRESS : \

PERMANENT PH

I have read the Cooperative Education Program Instruction and
understand my responsibilities. I understand that failure to
assume these responsibilities may result in being dropped from the
program.

SIGNATURE

DATE

Enclosure (1)
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DEPARTMENT OF THE NAVY COOPERATIVE EDUCATION PROGRAM
STUDENT TRAINEE AGREEMENT

Student:

College/University:

Projected Graduation Date (M/Y) _ *Academic Major:

Department: Position:

Student Employment Program (SEP) Coordinator:

Telephone:
Supervisor: Telephone:

*Changes to academic major must be reported to cognizant Supervisor
and Co-op Coordinator.

The Cooperative Education Agr etween (Activity)
t Q the University states that a

ainee will generally be
loyment offer. Signatures below

established at the tim

indicate agreement/ the work/study schedule defined on the
reverse of this

This work/s @ e reflects my current plans and is acceptable

to me:

work/study schedule for thg

Student Trai /Date:
This work/study schedule is approved by the academic institution:
Name/Title /Date:
University point-of-contact:

Position Telephone:

This work/study schedule is approved by the Navy:

Supervisor of student position (date)

Student Employment Program Coordinator (date)

Chairman, Position Management Committee (date)
10
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The Cooperative Education Agreement between (activity)

and the University states that a
work/study schedule for the student trainee will generally be
established at the time of the employment offer. This completed
schedule will include:

a. at least two periods of employment alternating with periods of
academic study

b. at least 26 weeks of total employment prior to completion of
student's degree requirements

c. projected dates for employment during summer and academic break
periods

EMPLOYMENT SCHEDULE:
(Employment with Navy)

From(Mo/Yr) To(Mo/Yr) #Weeks

Deviations or adjustments to this schedule may be arranged by mutual
agreement between the University and the Supervisor, provided the
required total employment is not reduced and the basic principle of
alteration is maintained. (The student will advise his/her respective
supervisor of any changes to the defined schedule. Copies of all
schedule changes will be forwarded to the Student Employment Program
Coordinator.

Copy to:

Official Personnel File
Cognizant Dept. Head
College/University Coordinator

11
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CENTRALIZED COOPERATIVE EDUCATION PROGRAM
STUDENT TRAINEE WORK/STUDY AGREEMENT

Name of Student

University

Major:
Activity:
Activity Sponsor:

Telephone:

Student Alternates Co-op
Assignments with

Name
University
ACADEMIC S EMPLOYMENT SCHEDULE
Attendance Employment with Navy
From(Mo/Yr) From(Mo/Yr) To(Mo/Yr) Weeks

Anticipated Graduation Date

This schedule reflects my current plans and is acceptable to me.

Student Trainee(s)

Date

This work-study schedule is approved.
(s) Name/Title

University

(s) Name/Title
Activity

Enclosure (1) 12
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STUDENT NURSE TRAINING PLAN
GS-4 TO GS-5

1. Name

2. Present Grade and Series: GS-099-04
3. Target Grade and Series: GS-099-05

4. Date Entered Developed Program:

5. Duration of Training: 16 Weeks

6. Objective: To perform the duties of GS-05 Student Nurse with no
more than normal supervision.

7. Supervisor: Staff Nurse preceptor/Ward Charge Nurse.

8. Reports: Interim evaluation will be provided by the staff nurse
preceptor on a monthly basis and a final appraisal will be provided by
the charge nurse at the end of the training period.

9. Flexibility Provisions: To provide frequent minor adjustments to
the plan caused by variation in mission, changes in concepts or
methodology in subject field or trainee needs, it is permissible to
extend the training period in order to accomplish the following:

a. Adjust elapsed training time as appropriate in individual
cases to cover contingencies such as sick leave, emergency annual
leave, or trainee's inability to grasp a portion of the training given
(developmental assignment).

b. Alter sequence of training to allow for learning experience to
be responsive to actual work situations as they arise during the
training period when conditions or experience indicate the
desirability of such changes (developmental period).

c. To add or modify subjeét matter material depending on
technological changes, the needs of the agency, the trainees and the
evaluation experience of the developmental program.

10. Length of Training: Before reassignment and/or promotion to a
specific target position can be effected, the trainee must make-up the
difference in qualifications from what they bring into the program and
the qualifications required for the target position.

13
Enclosure (1)
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11. Elements of Development Plan:

a. Formal Instructions: The following courses will be taken:
(1) General Orientation to Naval Hospital - 16 hours

) Patient Contact Training - 4 hours

) Fire and Safety - 2 hours

) Infection Control - 1/2 hour

) Hazardous Materials - 1 hour

) Basic Cardiac Life Support - 8 hours
) Medication Certification - 4 hours

) Venipuncture Lab Session - 4 hours

(2
(3
(4
(5
(6
(7
(8

b. On-the-Job Training: Orientation to Medical/Surgical Ward,
including AM, PM, Night rotation - 600 hours

(1) Personal care of patient - 270 hours

(2) Various treatments and procedures as directed by the needs
of the patient and the medical orders - 271 hours

(3) Monitoring vital signs - 35 hours

(4) Administering medications - 24 hours

Employee

Supervisor

14
Enclosure (1)
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COOPERATIVE EDUCATION TRAINING PLAN

(STUDENT'S NAME) (CODE) (SERLES /GRADE)

(SCHOOL) (MAJOR) (GRADUATION DATE)

SEMESTER/QUARTER HOURS REQUIRED TO GRADUATE

SEMESTERS/QUARTERS COMPLETED TO DATE

I. WORK/STUDY SCHEDULE

COOPERATIVE EDUCATION SCHEDULE (TO BE COMPLETED BY THE STUDENT AND THE
COLLEGE REPRESENTATIVE)

SCROOL SCHEDULE WORK SCHEDULE

FROM TO FROM TO

4

A a

THIS SCHEDULE MAY NOT BE CHANGED WITHOUT THE CONSENT OF THE
COOPERATIVE EDUCATION COOBRDINATOR, THE UNIVERSITY, AND THE SUPERVISOR.

SECTIONS II THROUGH IV ARE TO BE COMPLETED BY THE SUPERVISOR

II. RECOMMENDED FORMAL TRAINING - In addition to the courses required to:
obtain a degree at the above cited school, please list recommended
elective courses that would enhance the student's potential for success.

ENCLOSURE (1)

15
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ITIXI. ON-THE-JOB ASSIGNMENTS - These assignments will be closely

supervised and arranged to provide diversified experience with iacreasing

levels of difficulty as the trainee progresses through the program. This
training will consist of the following assignments:

A.

List assignments that will be accomplished within the first co-op
period:

e,

ENCLOSURE (1) 16
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IV. RELATED PERFORMANCE ELEMENTS/STANDARDS - Supervisors are required to
complete the Performance Appraisal Review System (PARS) form as well as
complete a written school evaluation form for all student trainees.
Students should refer to their PARS form for a listing of performance
elements/standards.

V. PROMOTIONS - (Contingent on satisfactory performance evaluations and
the completion of the following academic requirements). It should be noted
that completing these requirements is fully qualifying for a promotiom, but
does not guarantee one.

GS-04 - Completion of two academic years of study (four semesters or
six quarters), or completion of 60 semester hours or 90 quarter hours;

‘whichever is less, including a record of satisfactory employment during a

previous work assignment as a Student Trainee, GS-3.

GS-05 - Completion of three-fourths of periods of study required for
a bachelor's degree (six semesters or nine quarters), or 90 semester hours
or 135 quarter hours, which is less; AND one previous work period as a
Student Trainee, GS-4; OR -

Two and one-half year
eight quarters), or 75 semester h
less; AND six months of work exp

.~

t work period.

VI. AGREEMENT - The
this plan within opad
agree to review a
the start o

(Supervisor's Signature) (Code) (Date)
(Student's Signature) (Code) (Date)
Co-op Coordinator Signature (Code) (Date)

ENCLOSURE (1)
17
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SAMPLE PERS IONS
SFE

ENCLOSURE (1)
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1. Name (Last, First, Micie) 2 SSN 3. Poson Sensowty (Ot | 4. Dase of Berth

CO-0P, MARY J, 111-11-1111 NCRSFNS 12-12-68

5. Vewran Preference » & Serv. Comp. Dete (Leawe) 7. Terwre 8. Retrement

1] g Clom Come 610 Prrom Comp. 05-11-87 2 K 1

9. FEGU 10. ALSA 11. Sex 12 Chaensnp 13. Comp Leww (0on

WAIVED ALL LIFE INSURANCE ‘ —Exemet

14. Effective Dete 15. Anrasitent Indicsor 18. Work S 1 J—=INT S ¥ |17, (Reservea tor OPM Use)
5-11-87 EEE el = O = TN e Shime RO

18-A. 18-8. Nawre of Action 1A 19-8. Naturs of Action

NOAC NOAC

170 EXC APPT

10C. A [18-D. Ausorny 19-C. A | 19D, Aushority
Code Code

ot am iy 213-320264) — — - — WE [ Aoy~ T T T T T T T T oo s sm——— o

20. FROM: Position Tile and Number

27. TO: Poswon Tie and Number

STUDENT TRAINEE (ELECTRICAL ENGINEER)

LM50843001
21. Name and Locaton of Empioyng Office 28. Name and Locason of Employing Office
MISSION AVIONICS TECHNOLOGY DEPT 50
MICROWAVE TECHNOLOGY 502
SURVEILLANCE RADAR 5022
NAVAL AIR DEVELOPMENT CENTER
WARMINSTER,‘EQ
2 PayPan & Ocoupssonal Code 123 Graoe or Lever| 24, SmporRame | 25, Sedary 20. Poy Gass coomopig e 3 SwoorRme |22 Salary 3. Pay Bass
. 01 | $11,802.00 PA
34 Duty Stanon 38. Appropnation Code (Optonal)
WARMINSTER, BUCKS, PA

37. Rermans

CODE 'K' IN BLOCK 8 INDICATES FERS & FICA
CODE 'F' IN BLOCK 16 INDICATES FULL-TIME ‘

APPOINTMENT AFFIDAVIT EXECUTED 5-11
THIS APPOINTMENT IS INTENDED TO CONTX

ROUGH THE COMPLETION OF THE REQUIREMENTS FOR GRADUATIOKN

FROM THE DEGREE PROGRAM THAT QUALIFIES YOU FOR THE APPOINTMENT. WITHIN 120 DAYS OF SATISFACTORY
COMPLETION OF THE DEGREE PROGRAM, THIS AGENCY MAY NONCOMPETITIVELY CONVERT YOU TO CAREER OR

CAREER-CONDITIONAL APPOINTMENT.

FULL PERFORMANCE LEVEL:

PROJECTED TERMINATION OF CURRENT WORK ASSIGNMENT IS:

PROJECTED GRADUATION DATE IS:

EMPLOYEE'S ELIGIBILITY FOR THIRFT SAVINGS PLAN EFFECTIVE:

CURRENT THIRFT SAVINGS PLAN SCD IS:

STATUS CODE 1S:

AND STATUS DATE IS:

IF YOUR PERFORMANCE IS NOT SATISFACTORY OR IF YOU FAIL TO
SATISFACTORILY COMPLETE THE PROGRAM, EMPLOYMENT WILL BE TERMINATED.

POS STS:P

LOC ID:5028553 CFI:91 DT LAS POS REV:8705 COST CTR: SAS:0 SPID:62
38 Acproval 39 FPWIS Dms
A Tte of Aoprovng Ol 8. Dase A Sov 0 Normov g | B VEV IND C. PRO D Bag Ut Sans | E. Funceons Cass
FOR THE APPOINTING OFFICER 5~14-87 8 N 0 3740
C. Sgnature/Authentcaton of Approwng Offcal F. Eoucatonal Leve! (G Yew Degree Ataned | H. Academc Oscowe || Agency Cooe

08 _ NV39
DESIGNATED APPOINTING OFFICIAL 9. Locanon Code K SoN
NAVAIRDEVCEN WARMINSTER PA 42-8845-017 2639 .
40 Empioyng Department or Agency E NUIC O'ORG cD . Q.
DEPARTMENT OF THE NAVY - v 62269 s022
5::'1“' 1—Employse Copy Enclosure ( 1 ) Previous Eduon Usatie
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OPNAVINST 12308.2
saawaromsos  SEP 5 1089

§:s;m"" ..""';“.‘.':....W NOTIFICATION OF PERSONNEL ACTION
1. Name (Last, First, Muiiie) 2 SSN 3 Posacn Serasvey (0p0{ 4. Dase of Bern
CO-OP ROBERT J. 222-22-2222 NCRSENS 9-1-65
$. Vowran Prelererce L Dasb 510 P Over 8. Serv. Comp. Dute (Lesve) 7. Terwre 8 Retrement
1 ] ;_—_s ) o m Coms $—10 PL730% Como. 7-9-84 2 c |
"RG0 WAIVED ALL LIFE INSURANCE o ASA W Sen |12 G i G e
B I N ool M 1 |oore
14. EMective Date 15. Arvwatand IrxScamr 18. Work S ] J=INT & ] 17. Peserved for OPM Lise)
1—-Agempl AnnCS  3—-RETM S—RETM & CS F—Fubsoma G—FT Seasona  W—FT On Cait
9 2--RETO 4—RETO & CS  9—Not Apphcable F P—Puiame  O—FT Seascne A—PTONCel
18-A 19-8. Nature of Action 1A 19-8. Neture of Action
NOAC NOAC
460 LWOP NTE 9-23-87
18C. A [180. Auronty 19C. A | 190. Authoney
Code Cooe
Eaw [N Aoy T T T T T TS T oo T T T TS s E i 0F Aoy T T T T T T TTT T T TT T
Coce Cote
DAM FPM CH 630
20. FROM: Positon Thie and Number 27. TO: Posinon Tile and Number
STUDENT TRAINEE (ELECTRICAL ENGINEER)
LM20467000
2). Name and Locason of Empioyng Offos 28. Neme and Locapon of Employng Oice
SYSTEMS DIRECTORATE
SYSTEMS INTEGRATION DIVISION
NAVAL AIR DEVELOPMENT CENTER
WARMINSTER, PA
2 Py Pan & Gooupsonsl Code |23 Grade or Level| 24. Swp or Ram . Selery 31 SmporRae | X2 Salwry X Poy e
GS 0899 05 01 $14,390.00
4. Duty Stanon
WARMINSTER, BUCKS, PA
7. Remarks

CODE 'C' IN BLOCK 8 INDICATES FICA & CS
CODE 'F' IN BLOCK 16 INDICATES FULL-T

RCE, AND LEAVE ACCRUAL PURPOSES CONTINUES FOR
TIME PER CALENDAR YEAR. LEAVE WITHOUT PAY GRANTED

SERVICE CREDIT FOR RETIREMENT,
UP TO A MAXIMUM OF SIX MONTHS OF N
TO RETURN TO COLLEGE

POS STS:P
LOC 1ID:2046187 CFI:91 DT LAST POS REV:8511 COST CTR: SAS:1 SPID:62
N Approval 9. FPMIS Data
A T of Approvwng Ofcal 8 Dase A Siov o Nowgy v [ 8 VEV IND C. PRD D Bay U s |E Funcsons Cam
FOR THE APPOINTING OFFICER 9-22-86 8 N 0. 3740
C Syg A of Approvng Othosd F Educaronal Lavel |G Yew Osgree Alned | M Acacemc Dsooare [ 1 Agency Coow
09 NV78
DESIGNATED APPOINTING OFFICIAL X SON
NAVAIRDEVCEN WARMINSTER PA 2639
Rewt Ay, )
40 Employng Deparsment or Agency o ORG CD | Q

DEPARTMENT OF THE NAVY 204

5 Pan - . wrous Eor
o Enclosure (1) 1—Employee Copy R T vokse
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OPNAVINST 123068.2

xS Once o P :".L‘-W NOTIFICATION OF PERSONNEL ACTION SEP 5 1989
1. Name (Last, Fost, Miods) 2 SSN 3. Pason Sensaviy (000 | 4. Ouse of Bty
CO-OP MICHELLE L. 333-33-3333 NCRSENS 12-9-67
$ Vewran Preference 8. Serv. Comp. Date (Leeve) 7. Torwre 8. Rewrement
T] ISsm o Come. 10 P ram Come. 11-28-85 2 X}
] BASIC LIFE ONLY i e s |
1
_c__] _N—l E—Exarpt F —Onw
14_EMectve Dot 15. Annultert Indicasor 18. Work S o ) ’ tnmmcu 17. (R fr OPM Use)
5-18-87 J | ieto S SN acs S ok | T o i e AFTONCH
T84 16-8. Neture of Action 1A 19-8. Neture of Action
NOAC
292 RID
186 g 18-D. Aushorey ﬂc.gz 19-0. Authorsty
DAM FPM CH®630 | L e =
Tu"an: Aoy T T T T T TTT oo TT TS €. g -t
20 PROM: Poston Tide and Number 127, T0: Poskion Tie and Numoer
STUDENT TRAINEE (COMPUTER SCIENCE)
LM 07028001
21 Neme end Locason of Empioying Offos 28. Narme ana Location of Empioyng Office
ING AND ASSESSMENT RESOURCES 07
VAL AIR DEVELOPMENT CENTER
STER PA
nhmlmmlnmum a.ravs-_-_l Code| m,casuuu N sbnfu 2 m‘ 802.00 n ?r
™ ZARMINSTER, BUCKS, = - 3. Aompneton Goth O
2—Exoepied 4—SES Career Resarved

7 Remers

"CODE 'K' IN BLOCK 8 I

DICATES FERS & FICA

CODE 'F' IN BLOCK 16 INDICATES FULL-TIME EMPLOYMENT NOT IN A SEASONAL/ON-CALL PROGRAM

CHANGES SCD FROM 09-13-85 TO REFLECT EXCESS TIME IN NONPAY STATUS DURING CALENDAR YEAR 86.

FROM LWOP STATUS

POS STS:P

LOC ID:0707548 CFI:91 DT LAST POS REV:8605 COST CTR: SAS:1 SPID:57
B Acorove 30. FPMS Data
{ Taw of Acproang Ol ) A Suv. o Nomgw. i | 8. VEV IND C. PRO 0 827 U Sans | E Fuctons S5
- FOR THE APPOINTING OFFICER 5-19-87 8 N 0 3740
> Say of 9 Ol F. Educasonal Level |G. Year Ouyee Ataned | H. Acadernc Dacpane | 1. Agency Code

. NV39

DESIGNATED APPOINTING OFFICIAL K SON
—M&QEIC_EH_EAAMINSTER PA o
) tmw.w s ORC O TF 2639 o

DEPARTMENT OF THE NAVY

07

S Peny
<=1

1-Employee Copy

21
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OPNAVINST 12308.2

seeestoms0s  GEP 5 1989
U O of Parson: Mansgement NOTIFICATION OF PERSONNEL ACTION
' Merre (Last, First, Mckie) 2 SSN 3. Poson Senssvay (0p0 | 4. Duse of Birmy
CO-OP KEVIN J. L44-44~4444 NCRSENS 07-27-66
$ Vewran Prelerence 8. Serv. Comp. Date (Leave) 7. Terass a.
1 2-s 1. 4=10 P\ Comp. 6—10 P1./30% Comp. 06-02-86 2 ‘ K
._—l 1—None 3—10 Pt. Disab. $—10 P1. Other ——]
# FEGU 10. ALSA 11. Sex 12 Caasrenp 13. Comp. Loves (00
'ﬁ WAIVED ALL LIFE INSURANCE _IT—I E—Exsrmpt M 1 :—43.
14 Efeciive Oste 15 Anvnstent indicasr 18. Work S edule k:? t:a;c- 17. (Reserved for OPM Use)
5-26-87 9 I;-mo MG TR0 S S rome F | rbeme 057 oers A—PT ON Cat
A 18-8. Nature of Action 19-A, 19-8. Msture of Action
NOAC
292 RTD 702 PROMOTION
C ; 18-0. Auvrorey 19-6.&1 190, Authorey
DAM FPM CH 630 _ _ _ _ _ _ _ YIM| SCH B, 213.3202(A) _ _ _ _ _ _ ___ ___.
ﬁi}i'ﬁiﬁunq _________________ T A [ 10 Aty

20 FROM: Posmon Tile and Number

STUDENT TRAINEE (ELECTRICAL ENGINEER)
LM50634001

27. TO: Postion Titls and Number

STUDENT TRAINEE (ELECTRICAL ENGINEER)
LMS50856001 :

2' harme and Locaton of Empioying Otfics

28. Neme and Locsson of Empioyng Office

MISSION AVIONICS TECHNOLOGY DEPT 5 @:zmns AVIONICS TECHNOLOGY DEPT 50
ACOUSTICS PROCESSING 0 COUSTICS PROCESSING 503
THEORETICAL/EXPRMNTL SIGNAL PROC RETICAL/EXPRMNTL SIGNAL PROC 5033
NAVAL AIR DEVELOPMENT CENTER & NAVAL AIR DEVELOPMENT CENTER
WARMINSTER, PA WARMINSTER, PA

2 Pyy Pun & Ocouomonsl Code [ 23, Graoe or Lever| 2¢. Swpor BSass 3 Py Pen 0o 30.GraceorLnvei | 31 SiporRame | 32 Selery X). Pey Basm
GS 0899 04 PA GS 0899 05 01 $14,822.00| PA

3 Ouy Suson 35, Poston Occupesd 38. Approprason Code (Optonal)
WARMINSTER, BUCKS, 2 ] 1 Cocenn” <-SES Career Reserved

7 Aerverns

CODE 'K' IN BLOCK 8 INDICATES FERS & FICA
CODE 'F' IN BLOCK 16 INDICATES FULL-TIME EMPLOYMENT NOT IN A SEASONAL /ON-CALL PROGRAM

FULL PERFORMANCE LEVEL GS-5
FROM LWOP STATUS

POS STS:P
LOC ID:5038254 CFI:91 DT LAST POS REV:8705 COST CTR: SAS:0 SPID: 62
» Acorove 39. FPMIS Owa
4 Tae of Acprovng Omcal 8. Dase A Suv. o Nowgy. i | 8. VEV INO C. PRO 0. 8ag Un Stms | € Funcoonas Cass
FOR THE APPOINTING OFFICER 5-29-87 8 N 0 3740
35vu~mm¢mom. F. Educasonel Lave! [G. Yex Degres Acaned | M. Academc Daccere | 1. Agency Code
11 NV 39
DESIGNATED APPOINTING OFFICIAL 3" Cocaton Cooe X SON m
NAVAIRDEVCEN WARMINSTER pa 42-8845-017 2639 e v B2
9 EmSormg Decwrmens & Agerey - pON yIC ° ORG CD | °
DEPARTMENT OF THE NAVY S 62269 5033

5 Pan
~m Enclosure (1)
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Previous Eaton Usabe
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OPNAVINST 12308.2
Siangard Form 50-8
et — NOTIFICATION OF PERSONNEL ACTION SEP'5 1980
1 Nare (Last, Fost, Middie) 2 SSN 3. Posson Serwvay (Opt | 4. Dete of Birty .
CO-0P ANNE 555-55-5555 NCR SENS 06-24-65
sv—-‘m‘ 510 M. Diead 4. Serv. Comp. Dase (Leeve) 7. Ternsre 8. Revrement
1 l 2-5 M. 4—10 Pt. Comp. ::g :g:m 07-13-85 2 K I
¢ FEGU WAIVED ALL LIFE INSURANCE 10. ASA 1. Sex 12 Cazsnarp |13, Como. Lol 00
T—I —E—l E—Exompt F -
14 Lective Dete 15. Anuttant indosor 18. Work Schedule fler-- =T 8 17. (Reserved for OPM Lise)
5-10-87 9 I;-mo S TR 405 St Aomicane vl wril i il iy
15A 158. Nature of Action 19-A. 19-8. Nature of Action
NOAC
501 CONV TO CAREER-COND APPT
18 A | 180 Authorey 19C. A | 190. Aushory
\aad Code
ZmM_| E0 12015 _ _ _ _ _ _ _
Y e _“E‘l‘.‘:—‘-"_-m —————————————————————
20 FROM: Posaon Tide and Number 27. TO: Postion Tite art Number
STUDENT TRAINEE (COMPUTER SCIENCE) COMPUTER SCIENTIST
1M30805001 LM 30868001
27 Name and Locsnon of Employing Offics 28. Narme and Locason of Employwg Ofos
BATTLE FORCE SYSTEMS DEPARTMENT 3 TTLE FORCE SYSTEMS DEPARTMENT 30
SYSTEMS ENGINEERING DIVISION 3 STEMS ENGINEERING DIVISION - 301
SYSTEM DEVELOPMENT BRANCH 1 STEM DEVELOPMENT BRANCH 3012
NAVAL AIR DEVELOPMENT CENTER NAVAL AIR DEVELOPMENT CENTER
WARMINSTER, PA WARMINSTER PA
2 Py Pan & Coomonel Cooe | 23, Grace or Level] 24 Swpor Rale Bess 5 PyyPant de| 30.GaseorLeww| 31 Swoorfam |32 Salery 3 Poy Baes
GS 1599 05 PA GS 1550 07 o1 $23,170.00 PA
34 Duty Suson 3. Poston Occuped 38. Appropnabon Cods (Optonal)
WARMINSTER, BUCKS T ] i e S-SES Corver Roserved
7 Rerrarns
CODE 'K' IN BLOCK 8 INDICATES FERS &.-FICA

CODE 'F' IN BLOCK 16 INDICATES FULL-TIME EMPLOYMENT NOT IN A SEASONAL/ON-CALL PROGRAM

SPECIAL RATE UNDER 5 U.S.C. 5303.

DATE FOR CONVERSION TO CAREER TENURE HAS BEEN ADJUSTED TO REFLECT EXCESS TIME IN NONPAY

STATUS.

NEW ESTIMATED CONVERSION DATE IS:

SERVICE COUNTING TOWARD CAREER TENURE FROM:
INITIAL PROBATIONARY PERIOD COMPLETED.
YOU ARE A PARTICIPANT IN THE NAVAIRDEVCEN PROFESSIONAL, SCIENTIFIC AND ENGINEERING

INTERN PROGRAM

FULL PERFORMANCE LEVEL: GS-12

LOC ID:3017190

CFI:NS DT LAST POS REV:8705 COST CTR:

POS STS:P
SAS:0 SPID:00

:rw.,mm 0. FPWS Data
® Ome A Suv o Normov 1 | B VEV INO C PRO 0. By Ut Sas | €. Funceonws Cass
FOR ~21-
. THE APPOINTING OFFICER 05-21-87 8 N 6 7777 099
v of A 0 Ofoel F. Educational Level |G. Year Osgee Arwg | M. Acadermc Dacoine | | Agency Coce
13 87 0704 NV39
DESIGNATED APPOINTING OFFICIAL J. Locaton Code X SON
T NAVAIRDEVCEN WARMINSTER PA 42-8845-017 2639
e o me e wa | |
o 62269 3012

0-211

1—Employee Copy

23

Enclosure (1)

Previous Eaton Usabie
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OPNAVINST 12308.2
sasafomsoa  QEP 5 1089

:‘3 o«.."”':";;mu-.-m NOTIFICATION OF PERSONNEL ACTION
1. Name (Last. Frat, Middie) 2 86N 3 Poseon Senvay (000| 4. Dess of Birtn
CO-OP CHUCK 666-66-6666 NCRSENS ' 05-21-64
$ Vewran Preterencs & Serv. Comp. Date Leove) 7. Torure 8. Retrornare
1 [ vy om 2:'; ’.::2:.‘.,2.?’:%_ 04-16-83 2 1 l
9 FEGU BASIC LIFE ONLY 10. ALSA . Sax 2 c-':u 13 Comp. Low (0
E—Exompt
C l N [ u—u--u M 1 -Ovw
14. Effective Date 15. Annultent Indicesr 16. Work Schedule t:a;c-. 17. (Reserved lor OPM Use)
5-22-86 9 I;—!Tol pupadi - 11 P u:-i. F rired gs.m AT ONCal
1A 18-8. Neture of Action 1A 198. Neture of Action
NOAC NOAC
357 TERMINATION
16C. A |180. Avworey 19-C. A | 190. Auorey
o Com|
ZM | FPM 308.2-15C_ _ _ _ _ _ . I
10E. an- 18F. Aushorty 19-E. a 19F. Authorty
X0 FROM: Posmon Tile and Number 27. TO: Possion Tile and Number
STUDENT TRAINEE (ELECTRICAL ENGINEER)
IM40161003
' Name ang Locason of Employing Office 28. Neme and Locason of Employing OMos
COMMUNICATION NAV TECH DIRECTORATE ®
SHIP AND SUBMARINE NAV AND AIR SENS
MARINE AND NAV AIR SENSOR BRANCH
NAVAL AIR DEVELOPMENT CENT
WARMINSTER, PA
2 Pay Pan & Ccoupssonel Cote | 2. Grade o Leve| 24, S Bes 3. PwPmiOm 30 Gradeor Lavel| 31 SwporRam | 2. Selary 33 Pey Bess
GS 0899 04 PA
34 Dusy Stason » R-nOuu-u ‘ 38. Appropnason Code (Optional)
WARMINSTER, BUCKS, 2 | g™ T35S e meserved

37 Rerars

CODE '1' IN BLOCK 8 INDICATES CS
CODE ‘'F' IN BLOCK 16 INDICATES FULL-TIME EMPLOYMENT NOT IN A SEASONAL/ON-CALL PROGRAM.

FORWARDING ADDRESS:

CHANGES SCD FROM 1-12-83 TO REFLECT EXCESS TIME IN NONPAY STATUS DURING CALENDAR YEAR 85.
FROM LWOP STATUS

LUMP SUM PAYMENT TO BE MADE FOR ANY UNUSED ANNUAL LEAVE

NO LONGER QUALIFIED UNDER CENTRALIZED COOPERATIVE EDUCATION.PROGRAM

POS STS:P
LOC ID:4024356 CFI:91 DT LAST POS REV:8505 COST CTR: SAS:1 SPID:62
W Agorovel 38. FPMS Data
A Toe of Agprovng Omcel . Dme A S, o Nmgv. i | 8. VEV NO C. PRO D. B2y UM Suks | E. Acaow Cas
FOR THE APPOINTING OFFICER 05-30-86 8 N 0 - 3740
C Som. of A 9 Ol F. Educesonal Laver | G. Yeu Degres Altaned | M. Acioemc Dacpire | 1. Agency Code
DESIGNATED APPOINTING OFFICIAL NV79
NAVAIRDEVCEN WARMINSTER PA W SON @
e 2639 I3
DEPARTMENT OF TRE NAVY ® 402386 P

Prevous Ecaton Usadke

5 Pant
v Enclosure (1) NSN 7540-01-110-4907



suncard Form 50-8
Rev November 1985

OPNAVINST 12308.2

55 SRS v Marager NOTIFICATION OF PERSONNEL ACTION SEP 5 1089
V. Nae (Last, Frmt, Middiey 2 SSN 2 Poston Seremvey (050 [ 4. Oate of Brth
~0-0P. Lynn 777-77-71777 NCRSENS 09-10-65
sv—mﬁm 310 Pt Diesb 10 Pr Oer 6. Serv. Comp. Duin (Leaww) 7. Torwre 4. Rewrement

1 | sh 4—10 P Comp. €—10 P1./30% Comp. 05-28-85 2
S WAIVED ALL LIFE INSURANCE i " S 12 Chomrang |13 o nw O

' N ] remamaret F T Joo
14. Effeceve Oate 15. Anrwsiant Sncicasor 14. Work S ] J=INT Seasonsl 17. Reserved lor OPM Lee)

1—Reempl MRS 3—RETM S—RETM & CS F—Fulime  G—FTSeasonsl  H—FT On Cal

§5-13-87 . 9 lz—-mo 4—RETO & CS  9—Not Appicable F P—Parims O—PT Seascndt  A-—PTONCH
18-A 18-8. Nature of Action :;b 198, Neture of Action
317 RESIGNATION
|;ca= 18.0. Authorty 19-C. A | 190. Authority

L BEG 718.202 _ o e - T S

BE MO [ 18F. Aoy vy rrapwe-telatata b

20. PROM: Posmon Tiie and Number

STUDENT TRAINEE (MECHANICAL ENGINEER)

2 Narme and Locaton of Emploping Ofcs

MISSION AVIONICS TECHNOLOGY DEPT
ACOQUSTICS DEVELOPMENT
HYDROMECHANICAL BRANCH

NAVAL AIR DEVELOPMENT CENTER
ST PA

504
50

W

28. Narme snd Locsnon of Empioyng Offics

2 Poy Pan § Sooupasona Coot | 23. Grace o Lavel| 24. Swoor R | 25. Sasery, 2. Pay Pan & Occupasones Code | 30. Grade or Lever| 31. SwporRam | 32 Salery 33 Pey Gaem
£S_ 08499 0s

M Outy Sumon 38. Posson Ocoupeed 3. Appropnation Code (Opsonel
WARMINSTER, BUCKS, ] 3 Erreea $-8ES Career Revarved

7 Revars

CODE 'K' IN BLOCK 8 ,ATES FERS & FICA

CODE 'F' IN BLOCK 16 INDICATES FULL-TIME EMPLOYMENT NOT IN A SEASONAL/ON-CALL PROGRAM.

FORWARDING ADDRESS:
REASON FOR RESIGNATION:

STUDENT IS INDEBTED TO THE U. S.
AMOUNT OF $ .

ACCEPTED ANOTHER OFFER

GOVERNMENT FOR TUITION ASSISTANCE IN THE

POS STS:P
LOC ID:5047412 CFI:91 DT LAST POS REV:8601 COST CTR: SAS:1 SPID:62
B Agorov 39. FPMIS Dua
A Tas of Acprowng O _ 8. Ome A Suv. o Nowge. nd | 8. VEV IND C. PRD 0. 8ay Ut Sums [ E. Funcaonal Cam
FOR THE APPOINTING OFFICER 05-22-87 8 N 0 . 3740
€ Son o 9 Ol F. Ecucabonal Lavel | G. Yewr Dsgree ARaned | M. Acsdemc Ouopire | 1. Agency Code
11 NV39
DESIGNATED APPOINTING OFFICIAL J. Locason Code X SON
NAVAIRDEVCEN WARMINSTER, PA m

40 Emooyng Deoertment or Agency
DEPARTMENT OF THE NAVY

62—8845-017

$ Pent
$0-311

o

ORG CI

P Q.

5043

1—Employee Copy

25
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OPNAVINST 12308.2

SEP 5 1099
Student Trainee ( ) GS- -03
FUNCTION
Serves as Student Trainee ( ) GS- -03 with

while completing the requirements for a
baccalaureate degree. Provides relevancy to academic studies through
related work experience, exposure to the work environment, and
demonstration of Federal Career opportunities.

MAJOR DUTIES

Serves as student trainee at the entry level phase which is designed
to facilitate transition to and development in the (title and series)
Career Program. Engages in a
prescribed agenda of on-the-job training and self- ~-development
activities as set forth in the written training agreement. Training
is given to provide a bridge from academic theory to the more
specialized analytlcal and judgmental aspects of the occupational
specialization in a productive work environment. Work assignments
range from orientation, introduction, initial exposure and
familiarization to performance of routine/recurring technical tasks
designed to develop an understanding of the principles, procedures
and work techniques pertinent to the occupational career. These tasks
will prepare the student trainee for more responsible and specialized
assignments.

SUPERVISORY CONTROLS

Works under the close supervision of a supervisor or experienced
specialist who provides specific instructions on assignment and
desired results. Supervisor or spe01allst is readily available to
prov1de advice and assistance concerning work to be performed. Work
is given detailed review in progress and upon completion to ensure and
assess progress and to evaluate attainment of training objectives and
readiness for assignments of a progressively more responsible and
specialized nature.

OTHER SIGNIFICANT FACTORS

This position description will be based only for those career fields
having an OPM positive education requirement of a profe551onal
baccalaureate degree. The following titles and series are
appropriate:

Student Trainee (Computer Scientist) GS-1599-03

Student Trainee (Engineering) GS-899-03

Student Trainee (Physics) GS-1399-03

Student Trainee (Medical and Health) GS-0699-03

26

Enclosure (1)



OPNAVINST 12308.2

_ SEP 5 1989
Student Trainee ( )GS~ -04
FUNCTION
Serves as Student Trainee ( ) GS- -04 while completing

requirements for a baccalaureate degree. Provides relevancy to
academic studies through related work experience, exposure to the work
environment, and demonstration of Federal Career opportunities.

MAJOR DUTIES

Serves as student trainee at the intermediate level phase which is
designed to facilitate transition to and development in the

Career Program. Engages in a prescribed agenda
of on-the-job training as set forth in the written training agreement.
Training is given to provide a bridge from academic theory to the more
specialized analytlcal and judgmental aspects of the occupational
specialization in a productive work environment. A551gnments provide
developmental experience and progressively increasing practical
understanding of basic principles, concepts, requlations, and work
processes fundamental to the occupational career. Work assignments
range from orientation, introduction, initial exposure and
familiarization to performance of less complex technical tasks
requiring an understanding and application of the principles,
procedures and work techniques pertinent to the occupational career.
Performs other duties as assigned.

SUPERVISORY CONTROLS

Works under the close suppervision of a supervisor or experienced
specialist who provides specific instructions on assignment and
desired results. Supervisor or spec1allst is readily available to
prov1de advice and assistance concerning work to be performed. Work
is given detailed review in progress and upon commpletion to ensure
and assess progress and to evaluate attainment of training objectives
and readiness for assignments of a progressively more responsible and
specialized nature.

OTHER_SIGNIFICANT FACTORS

This position description will be based only for those career fields
having an OPM positive education requirement of a profe551onal
baccalaureate degree. The following titles and series are
apporpriate:

Student Trainee (Computer Scientist) GS-1599-04

Student Trainee (Engineering) GS-899-04

Student Trainee (Physics) GS-1399-04

Student Trainee (Medical and Health) GS~0699-04

27 Enclosure (1)



OPNAVINST 12308.2
SEP 5 1989

Student Trainee ( )GS- -05

FUNCTION

Serves as Student Trainee ( ) GS- -05 while
completing the requirements for a baccalaureate degree. Provides
relevancy to academic studies through related work experience,
exposure to the work environment, and demonstration of Federal Career
opportunities.

MAJOR DUTIES

Serves as student trainee at the senior level phase which is designed
to facilitate transition to and development in the
(title and series) Career Program. Engages in a prescribed agenda of
on-the-job training and self-development activities as set forth in a
written agreement. Training is given to provide a bridge from
academic theory to the more specialized analytical and judgmental
aspects of the occupational specialization in a productive work
environment. Assignments provide developmental experience and
progressively increasing practical understanding of basic principles,
concepts, regulations, and work processes fundamental to the
occupational career. Work assignments range from orientation,
introduction, initial exposure, and familiarization to performance of
complex technical tasks requiring the application of principles,
procedures and work techniques pertinent to the occupational career.

SUPERVISORY CONTROLS

Works under the close supervision of a supervisor or experienced
specialist who provides specific instructions on assignment and
desired results. Supervisor or specialist is readily available to
provide advice and assistance concerning work to be performed. Work
is given detailed review in progress and upon completion to ensure and
assess progress and to evaluate attainment of training objectives and
readiness for assignments of a progressively more responsible and
specialized nature.

OTHER SIGNIFICANT FACTORS

This position description will be based only for those career fields
having an OPM positive education requirement of a professional
baccalaureate degree. The following titles and series are
appropriate:

Student Trainee (Computer Scientist) GS-1599-05

Student Trainee (Engineering) GS-899-05

Student Trainee (Physics) GS-1399-05

Student Trainee (Medical and Health) GS-0699-05
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Billing Instructions for Schools

Dear :

The purpose of this letter is to notify you that a student at
has been accepted into the
Navy Centralized Cooperative Education Program.

This program is designed to provide the student with financial
assistance in exchange for an obligation to work at the (Activity)
after graduation.
Specifically, the program will cover 100% of the student's tuition
(minus any grants or scholarships already applied to the student's
account), $250 a semester for books (excluding supplies), or $190 a
quarter for books (excluding supplies). Students may obtain this
support for a maximum of eight academic semesters/12 quarters.

Enclosed you will find the Request, Authorization Agreement,
Certification of Training and Reimbursement (DD Form 1556) which
serves as the billing document. To obtain payment, you may invoice
the (activity name) using the Standard
Document Number located in the upper right-hand corner of the form.
Charges may not exceed the amount shown on each form, but will more
likely be less than that shown, since grants, scholarships, etc. will
reduce the amount owed by the student. Please invoice the (activity
name) after all scholarships, grants, etc. have
been applied to the student's account.

If additional information is required, please do not hesitate to

contact this office at (activity telephone number).

Sincerely,

Encl:
(1) DD Form 1556
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TRAINING ASSIGNMENT AGREEMENT
(ACTIVITY) COOPERATIVE EDUCATION PROGRAM

It is understood that I am required to reimburse the Department of
Defense for all certified expenditures not fulfilled by service to
said agency.

I understand that any amounts which may be due the (activity)

as a result of any failure on my part
to meet the terms of this agreement may be withheld from any monies
owed me by the said activity or may be recovered by such methods as
are provided by law.

I further understand and agree that if I accept TUITION support, I
will commit myself to work a minimum of one (1) YEAR with the
Department of Defense upon graduation.

I understand that this agreement OVERRIDES and NULLIFIES any Co-op
agreements or contracts signed or entered into prior to this.

I also understand that as a legal minor the concurrence and consent of
a parent of guardian is required.

RECIPIENT'S SIGNATURE PARENT OR GUARDIAN'S SIGNATURE

DATE DATE

Copy to:
Student
Parent/Guradian
OPF

Co-op file
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STUDENT PAYMENT RECORD

NAME :
MAJOR:
PAYMENTS MADE:
SEMESTER/YEAR TUITION BOOKS FEES TOTAL
1. i I I I
SEMESTER/YEAR { TUITION { BOOKS | FEES { TOTAL
| | I |
2. | ! | |
SEMESTER/ YEAR 1 TUITION | BOOKS | FEES | TOTAL
! { ! !
3. ] | ! I
I ] (Y ] !
SEMESTER/YEAR ) TUITION | FEES { TOTAL
I I i
4. | ! I
i { !
SEMESTER/YEAR BOOKS I FEES i TOTAL
! | |
S. I I |
! | |
SEMESTER/YEAR TUITION | BOOKS 1 FEES | TOTAL
| | | |
5. | | | !
I | | |
SEMESTER/YEAR | TUITION I BOOKS I FEES I TOTAL
| | | I
7. | f ! |
| I { !
SEMESTER/YEAR | TUITION i BOOKS i FEES 1 TOTAL
| | ! |
8. | I I I
UNIVERSITY
LOCATION
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COOPERATIVE EDUCATION TUITION COLLECTION PROCEDURE
I. PURPOSE
To collect tuition repayment from persons who accepted tuition
assistance as part of the cooperative education program and will not

fulfill their employment obligation, as a result of:

* Resignation from the cooperative education program prior to
graduation, or

* Not accepting an employment offer with a Department of
Defense activity upon graduation, or

* Resignation prior to the fulfillment of their employment
obligation.

II. AUTHORITIES
FPM 308, Subchapter 2
FPM Supplement 831-1, Subchapter S19
NAVCOMPT Manual Vol 3, Chapter 3 and 4

IIT. PROCEDURES

A. Civilian Personnel Office

1. At the time of entrance into either the Subsidized
Student Trainee Program of the Centralized Cooperative Education
Program, the student will be provided with specific information on
liability for repayment of funds accepted through either program. The
student's signature will be obtained on the SF-1556 Training
Assignment Agreement. If the student is a legal minor, the signature
of a parent or guardian will also be obtained.

2. At the time of graduation, employees who accepted tuition
support and accept employment with the (Activity name)
after their graduation will have the following remark placed on their
SF-50: "Employee is obligated to work for the Department of Defense
for weeks from the effective date of this action to satisfy the
requirement of his/her Cooperative Education Program."

3. If an obligated employee resigns, the following will
occur, unless a formal waiver of employment obligation has been
granted by the Commander, :

Enclosure (1)
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a. The following statement will be placed on the
employee's Resignation/Termination SF-50: "Employee is indebted to the
US Government for tuition assistance in the amount of $ .

b. A letter informing the employee of the obligation,
the amount of the indebtedness, the amount of unused annual leave and
retirement fund monies that can be applied to the indebtedness, and a
payment schedule will be sent to the employee as soon as possible
after the notification of resignation (Attachment 1).

c. If no response is received within 15 days, a second
letter including the above cited information will be forwarded to the
employee. If no response is received within 15 days from the date of
the second letter, a third indebtedness letter will be forwarded. All
letters will be sent by certified mail. If again no response is
received within 15 days of the date of the third letter, copies of the
three letters, a copy of the Training Assignment Agreement and the
SF-50 will be given to Payroll.

d. If the repayment agreement is signed and returned,
copies of all pertinent letters, the Training Assignment Agreement,
the Application for Refund of Retirement Deductions, and the SF-50
will be given to Payroll, . A copy of the agreement
will be retained in .

B. Comptroller Department
1. Payroll

a. Provide a calculation of unused annual leave and the
amount in the retirement fund at the requires of the Code 03.

b. Upon the receipt of documentation from Code 03, Code
0123 will:

1. Withhold payment for unused annual leave and
transfer proceeds to the appropriate fund.

2. For persons authorizing recovery from the

retirement fund, prepare Request for Recovery of Debt Due the U.S.
(OPM Form 1552) and, the Individual Retirement Record: the SF-2806
(for CSRS employees) of the SF-3100 (For FERS employees). Code 0123
will put a notation in Column 8 (Remarks) under Fiscal Record on the
appropriate Individual Retirement Record form. The Agreement, the
SF-2805, OPM Form 1552, the Individual Retirement Record, and the
Application for Refund of Retirement Deductions will be submitted to
OPM immediately upon notification from Code 03.
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3. File copies of the necessary documentation in the
person's payroll folder and forward all pertinent letters, the
Training Assignment Agreement and a copy of the SF-50 to Code 0211.

2. Accounting Office

a. For employees who have not responded to our requests
for repayment:

1. Document the employee's name, address, amount
owed, annual leave balance, the retirement fund available, and the
date the documentation will be forwarded to the Navy Finance Center.

2. Forward all documentation along with a cover
letter citing the appropriation number 17x4912.3782 to the following
address:

Navy Finance Center (Code 1032)
1240 E. 9th St.

Cleveland, OH 44199

ATTN: Mrs. N. Edwards

Phone: AV 580-5782/(216)522-6482

b. For students who return the repayment agreement and
indicate that they will be reimbursing the government, Code 0211 will:

1. Establish a file to document and record payments.
2. Track receipt of payments/late payments.

3. Forward reminder letter to persons whose payment
is not received within 15 days of the due date.

4. If payment is not received within 30 days of the
late notice, forward copies of all documentation to the Navy Finance
Center, along with a cover letter which cites the appropriation number
and which documents the amount of funds recovered. A copy of the
cover letter should be forwarded to Code 0123 and 033 for retention in
the employee's folder.
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Co ctio tter - Sample 1

XXX
XXXXX
XXXXXX XX XXXXX

Dear XXXXXXXXXXXXX:

You have informed us that you will not be accepting our offer of
employment as a . GS- at an annual salary of

Tuition assistance which the paid on your
behalf under the Centralized Cooperative Education Program amounts to

$ .

Date Tuitio Books  Total
(semester year) $ $

$ $

$ $
Total $ $ $

By accepting this tuition assistance from the government, you incurred
an obligation which required you to work for a minimum of 52 weeks
following graduation for the Department of Defense. Since you have
declined our offer, you are required to make reimbursement.

Your salary and unused annual leave in the amount of $ has been
attached to help defray this debt. Enclosed is an authorization which
allows us to utilize your retirement fund proceeds to further satisfy
this obligation and a form to obtain these retirement funds. Please
sign and return both to me, immediately. Your retirement fund totals
$ , which leaves an unpaid balance of $ starting with the
first twelve equal payments of $ starting with the first of
the month after you receive this letter. Make checks payable to the

U. S. Treasury. The address to which you are to make these payments
is :

Comptroller Department
Activity Address
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If we do not hear from you within 15 calendar days, we will take the

necessary steps to begin further collection procedures. If you have

questions, please contact me at between the hours of
and .

Sincerely,

%®®®®
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Collection Letter - Sample 2

Dear:

We have received confirmation that you are resigning from the
Centralized Cooperative Education Program. To simplify this action,
we are enclosing a Standard Form 52, Request for Personnel Action.
Please indicate the reason for resignation, sign, and date.

Under the Navy's Training Assignment Agreement, it is our
responsibility to secure all monies obligated by an individual at the
time of resignation. Your present indebtedness due to your

participation in the Centralized Cgoperative Education Program is
$ . You are required @his indebtedness.

fund may be used as payment
enclosing an agreement for this
purpose. Please sigx ent and Standard Form 2802,
Application for Ba rement Deductions, and forward them to

Your annual leave and you

For further\Q Qi#”1on about repayment options, please call
at

Sincerely,

Encl:

(1) standard Form 52, Request for Personnel Action

(2) Agreement

(3) SF 2802, Application for Refund of Retirement Deductions

Copy to:

_ 40
Enclosure (1)



OPNAVINST 12308.2
SEP 5 1989

e o a - Sample 1

I , authorize withholding monies owed me from my
Federal retirement fund to satisfy my obligation to the U. S.

Government for tuition assistance provided under the Cooperative
Education Program. My obligation totals $ . If the retirement
fund proceeds do not satisfy the obligation, I agree to pay the

remaining balance of my obligation in twelve equal monthly payments
starting with the first of next month to the

, and continuing each
month until the total obligation is paid in full.
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Collection Authorization - Sample 2
AGREEMENT

I hereby authorize the use of funds due me from my annual leave and my
retirement fund to repay indebtedness incurred by me due to
participation in the Centralized Cooperative Education Program as
follows:

TOTAL INDEBTEDNESS $

Annual Leave
Attachment of Retirement Fund

BALANCE DUE % $

d States Government the balance in the
deration of the fact that payment will
hs of obligated employment contracted by my

I agree to reimburs
amount of $
release me from

participati tralized Cooperative Education Program.
Checks shou payable to the Treasurer of the United States.
Payment sche 1s as follows.

SIGNATURE

DATE

Checks should be sent to:

Signed copy to:
Comptroller
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Collection Authorization - Sample 3
AGREEMENT
I hereby authorize the use of funds due me from my annual leave and my

retirement fund to repay indebteness due to participation in the
Centralized Cooperative Education Program as follows:

TOTAL INDEBTEDNESS $3123.91
Annual Leave 52.84
Attachment of Retirement Fund 1305.32

BALANCE DUE $1765.75

I agree to reimburse the Unit
amount of $1765.75 in consj
released me from 14 mo
participant in the
should be made p
schedule is as

%: Government the balance in the
AnYYr the fact that the PA has
jgated employment contracted as

Cooperative Education Program. Checks
s) Treasurer of the United States. Payment

Jul $147.14 Jan 87 $147.14
Aug 86 $147.14 Feb 87 $147.14
Sep 86 $147.14 Mar 87 $147.14
Oct 86 $147.14 Apr 87 $147.14
Nov 86 $147.14 May 87 $147.14
Dec 86 $147.14 Jun 87 $147.21

Signature

Date

Checks should be sent to Commander,

Signed Copy to:
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OEE * Elegl

THIS EMPLOYEE IS OBLIGATED TO WORK FOR THE DEPARTMENT OF DEFENSE FOR

52 WEEKS FROM TO UNDER THE
CONDITIONS OF THE COOPERATIVE EDUCATION PROGRAM. IF EMPLOYMENT IS
TERMINATED PRIOR TO , PLEASE NOTIFY ACTIVITY
COORDINATOR, ADDRESS AND PHON TUITION REPAYMENT SHOULD BE

DIRECTED TO ACTIVITY ADDRESS

PLACED IN THE OPF).
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MODEL COOPERATIVE EDUCATION PROGRAM
WORKING AGREEMENT

(0] ON

The following model agreement serves as a guide for Federal agencies,
educational institutions and students in their participation in the
Federal Cooperative Education (Co-op) Program. Its framework provides
a basis for mutual understanding and respective responsibilities in
the Co-op program and relies on a cooperative relationship among
agencies, schools, and students. The agreement is for optional use by
agencies and schools and is in context with Executive Order 12015, 5
CFR 213.3202, and the Federal Personnel Manual, Chapter 308,
Subchapter 2, Cooperative Education Program. All provisions of
requlations and guidance are not repeated in this agreement, but apply
as well.

Alternative written agreements may be designed by agencies and
educational institutions to meet their own needs. Only one agreement
is necessary between an agency and school with a copy given to all
respective participants, including students. Agreements should remain
in effect for the entire Co-op relationship, unless major revisions
are made to the work/study requirements. Agreements may be amended,
modified, superseded or terminated by any of the parties involved.

Attachment
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1%%OOPERATIVE EDUCATION PROGRAM WORKING AGREEMENT

Rederal Apeey)

Vb sl leteotnm)

This agreement is the basis for developing mwtual undenstanding and rexpoctive responsibilitics between a Federal agency and
qualifying educational institution in the employment of Couperative Education students. The Co-op program is a planned,
progressive educational program that provides fur the imcgration of a siudent’s academic studics and Federal work experience

with the potential of noncompetitive conversion into the Federal career service. 1t is ¢

with guidance cuntained in

Federal Personnel Manual 308, Subchapter 2. Couperative Education Program. and the agency s policy. The reverse side of this
agreement describes general responsibilities of Federal Co-up program participants.

A. Student Eligibility

A prospective Co-op Student must:

1. Be ot least 16 years old:;

2. BeaU.S. citizen or national (permanent resident. in absence
of qualified citizen).

3. Meet the agency's policy on nepotism;

4. Meet security or fitness requirements;

S. Other:

. Selection
An sgency may appoint students who:

1. Are enrolled in and recommended by the school’s
program;
2. Are in good academic standing;

3. Meet qualification standards of the

: 8 213.3202 appoint-
20 calendar days afier

. Pay and Benefits Information

1. Students are paid in accordance with established pay
schedules.

2. Benefits for which students may be eligible include:
—Retirement
—Life and Health Insurance
—Vacation, Sick, and Holiday Leave
—Tuition Assistance
—Travel and Transportation Payment

1. Other:

D. Work Schedules

1. Each work experience must be planned consistent with the
student’s academic studics or career goals and be designed to
meet the minimum study-related work hours required for
conversion.

2. Schedules may be:

—full-time or Allcmating a
——Part-time or Paralicl a
—Combination of Both

3. Pantdime students must work a minimum of about 16 hours
per woek with at least a 172 time academic courseload;

4. Aliernating students are required to have two work

experiences.

5. Work schedules may not be confined 10 summer or vacation
periods exclusively, unless covered under exceptions in
FPM-308(S2). ] *

. Students may work up to 2600 work hours in a 2-year period.
. Other:

. Performance Appraisal

1. Performance appraisals are required for Co-op studemts con-
sistent with the agency's appraisal system. Results should be
shared with schools.

2. If a student’s performance falls below Fully Successful, he/
she may be given an opportunity to improve or will be
separated from the program.

3. Other:

Employment After Completion of Co-op Program

Requirements

1. Within 120 calendar days after completing educational re-
quirements, the employing agency may noncompetitively
promote and convert a student 10 a career Of career-con-
ditional appointment;

2. Students must have satisfactorily completed study-related
work hour requirements of the Federal Co-op program—that
is 1040 work hours for baccalaureste and associate degree
studerus and 640 work hours foe all other Co-op students:

3. Students must meet citizenship and employment of relatives’
requirements by the date of conveysion;

4. Trainces disqualified from continuing in the Co-op program
or not converted must be terminated;

Full consideration will be given to all qualified applicants without regard 0 race, color, creed, religion, aational origin, sex, age, disability, or
political or personal favortism,

For Educational Institution: For Federal Agency:

Sgnawre

Sigamur
Tuke Tule
Dwtc Dac
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The Federal Agency Role

1. Designate a staff member to maintain
llaison with the qualifying cducational
institutfon;

2. Inform school of work exverience copor-
tunities and provide adequate job
descriptions promptly;

3. Establish work schedules consistent vith
the school’s acadeaic calerdar that emable
students to corplete the Co-cp program;

4. Orient the studemt to agency's mission,
policies and orocedures;

S. Select 2ppointees refecrced by schools in
accordance with EED pdnclplgc:

6. Process all personnel actions and keep
necessary recotds telated to student
esploywents

7. PIOVl.dQ quality wrk assigwents related
to the student's acadenic studies or
goals where they can learn and be

8. Oonduct apprai
reqarding the
necessary fo
with schools)

9. Notify sd{oohotwdw-qe in a Co-op
student ‘s status.

The Student‘s Role

N

ns change in a Co—cp student's

Progress regorts

The School's Role

1. Designate a rcoresentative to
wrk with the federal Agency Co—co
Progcam Hanaqer:

2. Inform eligible students of
Federal Coooerative Education
copoctunities, {dentifying
potential employers;

3. Refer interested and qualified
candidates to agencies without
discrimination, including
veterans discharged under
honorable conditions;

4. Oorrelate work and study in a
manner that will expand the
student‘s educational development;

S. Purnish the agency vith requested
nformation related to student's
eld of study and academic staniim;

{tor academic progress;
Inform the Federal agency of any

status, including tecorts on a
student’s pcogress and performance.

1. To adhere to the agency's work
schedule and Co~cp policies and

procedures

2. Assume personal and professional
responsibilities for actions

and activities;

3. Use a courteous,:enthusiastic, ard
professional apocoach to policies
and procedures within the occupation

ard organi zation;

4. To meet academic, performance
and conduct standards set forth
by the school and Federal agency;

S. Provide the aagency amd school
Co—op coordinators with perfodic
proqress recorts on the quality
of wrk and study assignments;

6. To work effectively with peers

and supervisors;

7. To notify the school or Federal
agency of changes {n your status;

If a noncitizen, to meet citizen
ship requicements

prior to eligibility

for conversion into the Federal

carcer scevice.
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CHIEF OF NAVAL OPERATIONS
DEPARTMENT OF THE NAVY
COOPERATIVE EDUCATION AGREEMENT FOR
NAVY-WIDE CAREER FIELDS
I. Purpose. This Agreement establishes a basis of mutual

understanding between the Naval Medical Command and the University
of Guam for the conduct of a Cooperative Education Program under
United States Office of Personnel Management (OPM) regulations and
Chief of Naval Operations (CNO) instructions and procedures.

II. Definitions. As used herein, "University" denotes the
academic institution entering into this agreement. "Department"
refers to the participating Navy activity within the operational
framework of this program. "Student Trainee" is defined as the
cooperative education student in good standing, and "Program" is
the CNO Centralized Cooperative Education Program (CCEP).

III. Objectives. This Program is designed to prepare students
for professional careers in engineering, the physical sciences,
Nursing or math occupations by integrating periods of academic
study and work experience. By combining the manifold advantages
of a well-rounded education with the experience gained from actual
work assignments, this Program should enhance both the guality and
quantity of trainees entering these career fields.

Iv. Responsibilities. In accordance with the provisions and
responsibilities outlined in this Agreement, the University and
the Department will work together to ensure that the academic and
work experience aspects of the Program are carried out to the
mutual satisfaction and benefit of the Student Trainee
participants, the University and the Department. As evidence of
this:

a. The University agrees to:

(1) inform prospective candidates of Federal cooperative
education opportunities;

(2) recruit, identify and recommend students to the
Department who meet joint standards for program participation,
including all honorably discharged veterans who express an
interest in being referred;

(3) provide the Student Trainee with courses related to
the career field and assist the student in strengthening the
relationship between study and work assignments;
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(4) provide the Department with official grade
transcripts within 30 days of end of semester/quarter;

(5) provide the Department needed data and information
about appointees such as academic records;

(6) inform the Department immediately when a Student
Trainee is dropped, or is in danger of being dropped, from the
University's program because of either a school or student action;

(7) advise the Department of administrative action(s)
affecting the Student Trainee, e.g., probation, change of major,
work period schedule problems or changes, etc.;

(8) incorporate copies of Department trainee evaluations
into the Student Trainee's school record, with the originals being
kept at the Nursing Department; and

(9) provide counseling assistance to the Student Trainee
and a point of contact for information exchange and program
liaison purposes with the Department.

b. The Department agrees to:
(1) inform the college of work experience opportunities;

(2) consider and select appointees from candidates
referred by the University for participation in the Program and
advise the University accordingly;

(3) orient the student to the work setting and to the
career field to which assigned;

(4) provide the Student Trainee with meaningful and
increasingly responsible work assignments correlated to academic
work in the major functional areas of career field and guide the
Student Trainee in carrying out the assignments;

(5) handle personnel processing related to the
employment of the student;

(6) furnish the University with supervisory and Student
Trainee evaluation(s) after each work period and keep the
University informed concerning student progress and any
significant Student Trainee accomplishments or awards;

(7) notify the University of any personnel actions taken
which may affect the status or tenure of the Student Trainee,
including intent to release;
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(8) maintain, as part of the Student Trainee's record,
work period evaluations;

(9) provide counseling asistance to the Student Trainee
and a point of contact to facilitate information exchange and
program liaison with the University's counterpart; and

(10) provide the University with such additional
information as may be necessary to assure effective mutual
cooperation and successful program operation.

c¢. The Student Trainee shall be:

(1) - required to satisfy both the "quality" academic
standards of the University and the work performance standards of
the University and the work performance standards of the
Department;

(2) responsible for demonstrating a personal interest in
professional career, both at work and while in attendance at the
University;

(3) required to provide proper reports of a
nonconfidential nature of both the University and the Department;

(4) a candidate in good standing for a bachelor's
degree;

(5) expected to take courses related to career field;

(6) maintain the status of "student in good standing" at
the University; and

(7) if financial assistance is accepted, be required to
sign an agreement to continue in service consistent with current
Navy regulations under the Government Employees Training Act.

V. Student Trainee Standards of Qualification ard Eligibility.
The prospective Student Trainee must satisfy the following
requirements:

a. be a United States citizen at least 16 years of age;

b. be enrolled in or accepted for admission in professional
engineering, computer science, physical science, mathematics or
nursing curriculums with full-time study scheduled to begin within
four months of the date of entry into the Student Trainee
position;
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c. be recommended by the educational institution;

d. must be selected for a Student Trainee position by the
Department;

e. must satisfy any security requirements of the activity
to which assigned;

f. must be physically able to perform work assigned; and

g. must maintain at least a 2.0 overall scholastic average
on a 4.0 scale, or the equivalent, or maintain the grade point
average required by the University whichever if higher, must have
grade "C" or above in all major fields of study, and must have a
record as a student that is predictive of graduation.

VI. Initial Appointment levels. 1Initial appointment shall be as
a Student Trainee, GS-2, GS-3 or GS-4 in the appropriate series.
The appointment shall be an Excepted Appointment (conditional)
under the Schedule B appointing authority, Reg. 213.3202.

The Schedule B appointment may remain in effect no longer than 120
calendar days after completion of educational requirements.

VII. Promotion eligibility. During the Co-op phase of their
training program, Student Trainees are eligible to receive
promotions. Promotion eligibility is based on completing
additional academic credit, satisfactory performance during
previous Co-op work assignments, and a supervisory recommendation
for promotion.

Promotion to Requirements
Student Trainee, GS-3 One full academic year

study (30) semester hours or
45 quarter hours), including a
record of satisfactory
employment during a previous
assignment as a Student
Trainee, GS-2:

Student Trainee, GS-4 Two full academic years of
study (60 semester hours or 90
quarter hours), including a
record of satisfactory
employment during a previous
assignment as a Student
Trainee, GS-3;

Student Trainee, GS-5 Three-fourths of the total
number of periods of study in

51 Enclosure (1)



OPNAVINS 2308.2
SEP 5 Josh

college required for the
bachelor's degree (completion
of 90 semester or 135 quarter
credits) and one period of
satisfactory employment as a
Student Trainee, GS-4;

OR

Two and one-half years of
academic study (completion of
75 semester or 113 quarter
credits) and six months of
satisfactory employment as a
Student Trainee, GS-4.

VIII. Work Schedules. At the time of selection, the University
and the Department will develop a work study schedule for the
Student Trainee consistent with the student's academic studies or
career goals and be designed to meet the minimum study related
work hours required for conversion. A copy of the Student Trainee
Agreement is provided in Appendix A. The CCEP Student Trainee
must be enrolled as a full-time student. Work schedules may be
full-time or alternating, part-time or parallel or a combination
of both. Alternating students are required to have two work
experiences. One work period must be within 18 months of the
students expected graduation date. Work schedules may not be
confined to summer or vacation periods exclusively, unless covered
under exceptions in FPM-308(S2). Students may work up to 2600
work hours in a 2-year period. (See Appendix B for work schedule
format)

IX. Leave Without Pay Status to Return to College. The Student
Trainee on an alternating work schedule will be placed in Leave
Without Pay status when not in a work status.

X. Pay, lLeave and Benefits

a. Pay. During work periods, the Student Trainee will
receive the appropriate grade level salary, i.e., GS-3, GS-4, or
GS-5 and overtime pay according to Federal law and administrative
action. Federal salaries are reviewed and adjusted periodically.
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b. Leave. The Student Trainee will accrue annual and sick
leave when in a work status. Unused leave will be carried over to
the next work assignment. Students whose work schedule includes
Federal holidays will be paid for those days.

c. Benefits. Co-op phase. During the Co-op phase, all
Student Trainees will be covered under the Federal Employees
Retirement System (FERS). In addition, those whose employment in
the Co-op phase of the Program is scheduled to continue for at
least one year and who will be in a pay status for at least one-
third of the total time required for completion of the program,
will be eligible to elect Federal Life Insurance and to
participate in health benefits plans.

XI. Tuition and Travel Assistance

Financial assistance in accordance with CNO CCEP, as
outlined below:

a. Tuition and matriculation fees
Library and Laboratory services if required as part of
curriculm
Purchase or rental of books and materials

Students are eligible to receive full support of the above
mentioned expenses for eight full academic semesters or 12
quarters during their bachelor degree program.

b. Expenses incident to the students' travel bzatween the
duty station and University and return, throughout the program,
may be authorized as official travel (TAD).

Payment of travel expenses for initial assignment of the employee
at the permanent duty station in a professional status will not be
authorized within the terms of this agreement, but may be
negotiated on an individual basis with the activity making the
offer of permanent employment.

Prior to accepting any financial assistance as outlined under (a.)
above, Student Trainees are required to sign a Training Assignment
Agreement. A copy of the required agreement is attached as
Appendix C.

XII. Trial Period and Performance Appraisal

a. The Department requires that the supervisor evaluate a
Student Trainee's performance during each work assignment. The
Student Trainee will be requested to prepare an evaluation of the
work experience. Copies of both evaluations are forwarded to the
school. The evaluations are retained as part of the student's
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work experience record and are used in determining whether the

student will be continued in the Program;

b. Each Student Trainee will be evaluated in terms of
demonstrated performance at their current level of development,
adjusted on the basis of years of school completed. Prior to the
end of each work period, the supervisor will review the student's
performance rating on those aspects of performance which the
Department determines to be necessary and job related. A copy of
the standard evaluation forms used in the Program are attached as
Appendices D and E; and

c. The Student Trainee's first work period under the Co-op
phase may be considered a screening period, during which strenghts
and weaknesses are carefully observed and assessed and needed help
is given to improve aspects of the student's performance. The
evaluation will be discussed with the student, and on the basis of
the rating of the student's job performance, interest, suitability
and conduct, the supervisor will recommend one of the following:

(1) Retention and promotion;
(2) retention without promotion; or
(3) Separation from the program.

XIII. Retention. For retention in the Program, the Student
Trainee will be required to satisfy the academic standards of the
University and the attendance, conduct and work performance
standards of the Department. A Student Trainee who fails to meet
these standards will be advised of areas needing improvement.

If no improvement is shown, after discussion between the
University and the Department and notification to the student,
separation from the Program will occur. A Student Trainee
terminated for any of these reasons cannot be reassigned
noncompetitively to another position. Separations will provide no
right of appeal.

XIV. Permanent Employment Upon Proqram Completion

a. This program is intended to provide another source of
college trained personnel for entry into occupations covered by
the program. However, students will enter this program with full
knowledge that they can be considered for a position in a
different element of the organization or at a geographical
location other than the one where they were employed as a Student
Trainee;
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b. General requirements for conversion to competitive Civil
Service status:

(1) The student has succe$Ssfully completed all the
requirements for a bachelor's degree, including any specialized
courses required for the professional position for which trained;

(2) The student has completed, in the Department of
the Navy, a total of 1040 hours (26 weeks) of study-related work
experience in a pay status. Required hours of employment must
have been in the same occupational area and must have been related
to the student's major field of study:;

(3) The student meets citizenship requirements; and

(4) The Department recommends conversion. Conversion
shall be accomplished within 120 calendar days following
completion of educational requirements. There are no provisions
for exceptions to the 120 calendar day conversion period.

c. For consideration at the GS-5 level, the criteria
specified above is fully qualifying. For consideration for
conversion at the GS-7 level, however, the following additional
requirements must be met;

(1) Time-in grade restrictions (i.e., one year at the
GS-5 level including LWOP); and

(2) GS-7 qualification requirements for appropriate
professional series as specified in the X-118 Handbook.

d. Termination. Trainees disqualified from continuing in
the Co-op program or not selected for conversion to a permanent
position will be terminated. Such trainees cannot be reassigned
noncompetitively to other positions. Separations for these causes
shall provide no right of appeal.

Xv. Equal Employment Opportunity Statement. Full consideration
will be given to all qualified applicants without regard to race,
color, religion, sex, age, national origin, lawful political
affiliation, physical handicap, marital status, or econciric
resources.

XVI. The Agreement - Modification, Effective Date, and
Termination

a. The University and the Department will consider any
amendments proposed by either party to the terms of the Amendment
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and, by mutual consent, will amend this Agreement in writing.
Since this program is conducted pursuant to regulations and law,
changes in either regulations or law necessarily become effective
without modification. However, the Department will advise the
University of such changes as quickly as possible and, if
substantive, they will be incorporated into this Agreement by
mutual consent as soon as practical;

b. Under United States regulations, this Agreement is void
if there have been no students from the University employed for
the previous 12-month period. A new Agreement must be executed
before student placement may be resumed; and

c. This Agreement becomes effective upon signature by all
parties and shall continue indefinitely unless voided by non use
as defined in Section XVI.b. of this Agreement, or by either party
upon 30 days written notice with date of termination to coincide
with the end of the current academic term.

Name Name

Title Title
Address University
Date Date
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